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IAC activities are intended to follow state and federal guidelines for nondiscrimination on the
basis of race, color, national origin, age, sex, residence, and disability. Persons who believe
IAC or its programs are discriminatory should express concern to IAC, or the Equal Opportunity
Program, U. S. Department of the Interior, National Park Service, PO Box 37127, Washington
D.C. 20013-7127.
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Contacting IAC
If you have questions about PRISM or the IAC, please let us know.

Interagency Committee for Outdoor Recreation

Natural Resources Building Phone (360) 902-3000
1111 Washington Street SE FAX  (360) 902-3026
PO Box 40917 TDD (360) 902-1996
Olympia, WA 98504-0917 E-mail info@iac.wa.gov

Internet Web Page ~ http://www.iac.wa.gov
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Those who are already familiar with PRISM and have entered applications
previously may want to go directly to X111 Quick Steps.

I. Whatis PRISM

This manual contains instructions for using PRISM, which is a computerized project tracking
system used by the Interagency Committee for Outdoor Recreation (IAC). PRISM is a way for
applicants to submit applications to the IAC via the Internet, view other applications, and
monitor funded projects.

While PRISM is accessible to anyone to review data, only applicants may add, modify, or delete
data for their application up until the IAC grants manager moves the project to the Application
Complete status.

Do not worry about making mistakes. PRISM security will not allow you to do anything
destructive or enter inappropriate data. Any mistakes in entering data can be fixed.

Having Trouble?

If you have problems entering data, first call your grants manager. If the manager is not
available, call (360) 902-3000. Staff can help you enter an application over the telephone.
They have the ability to view the same data you are viewing.

When you begin entering your application, we recommend (at least for your first application)
you have much of the information prepared ahead of time. Blank application forms can be
found on the IAC Documents Web page http://www.iac.wa.gov/iac/docs.htm. However, if you
don’t have all the data, don't worry, you can finish entering it at a later time.

Technical Requirements:

The minimum requirements for running PRISM on your computer are:
e Connection to an Internet Service Provider (ISP)

e If you are behind a firewall, TCP Port 1433 must be open for outbound traffic

e Dial-up modem or high speed internet access (e.g. T-1 line, cable modem, or
DSL preferred)

o 35 MEG hard disk space
e 16 MEG of RAM (32 is preferable)

e Pentium Class Processor AND one of these Microsoft Windows operating
systems: Windows 95, Windows 98, Windows NT, Windows ME, Windows
2000, or Windows XP (Sorry, we do not support MACs.)
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I1l. Getting Started

To get started, download the free client software and install it on your computer.

Download software: Go to http://www.iac.wa.gov/oiac/prism.htm#download and follow
the instructions for downloading the PRISM installation program (prisminst.exe). Once
you have downloaded the program, double-click on it to begin the installation wizard.
We recommend that you close all other programs on your machine before clicking the
“Next” button on the first wizard screen. Once setup is complete, you can accept the
default to restart your computer or you can choose to restart your computer later. Click
the “Finish” key. Once you click the “Finish” button and your computer restarts, the
setup is complete.

If you experience any difficulties downloading or installing PRISM, contact IAC’s
Technical Staff, at (360) 902-3000 for help.

Login Request: IAC Web site http://www.iac.wa.gov/oiac/prism/access.htm has an on-
line request for a login and password. If you will be entering an application, you will
need to obtain a login ID and password. Both the software and login requests are
available on the IAC Web site. Read-only access does not require a login ID.
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I1l1. Signing on to PRISM
To launch the PRISM application on your computer, go to the Start Menu->Programs—>PRISM

and click on the PRISM icon. For Read Only Access, a login ID is not required. Just click
the “Connect” button with the Read Only checkbox checked as shown below:

[¥ Read Only [Login ID not required)] Connect

Login ID: I Cancel |
Password: I Dptionz > |

If you will be entering an application, you will need to uncheck the checkbox and enter your
assigned login ID and password. The login determines the level of security for a user and what
screens and fields a user can access.

[ Read Only [Login ID not required) Connect

Login I1D: || Cancel

i

Pazzword: I Options >>

After the Login screen has been completed, click the “Connect” button to connect to PRISM.

The PRISM Broadcast Message screen will display, welcoming you to the PRISM program. This
screen is changed periodically to provide updated information to users.
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Broadcast Message Screen

WELCOME TO PRISM =
February 4, 2004

Wiie hope you are entering your Letter of Intent or |AC Grant
Applications successfully in PFRISM. Please be aware of the
following deadlines:

IAC Letter of Intent Deadlines:

Feb 2- BIG, LWCF, NRTP
March 1 - ALEA, BFP, WWRP
Sept 1-- NOVA,

L [

Click “OK” to close the Broadcast Message Screen.

If you have opted for Read Only access or if this is the first time you are logging into PRISM, the
Getting Started help file will be displayed.

Getting Started with PRISM

_inix

File Edit Bookmark Options Help
Helplopicsl Back | Frint | 44 | > |

Getting Started With PRISM ﬂ
PRISM iz a way to apply for grant funds, update project files, and check on project stetus, and it can be done

on-line. Once yau have tried PRISM, wwe hope you will find that it makes applying for funds and reviewing project
information faster and essier.

Getting around in PRISM

The: first screen you see,| is the Browser screen. The purpose of this screen is to help to locste a project. If
. ) [ Mew &pplication | .
wou are applying for @ new project, select the gt the bottom left portion of the screen.

Locating a project

Onthe top portion of the screen iz the Project Selection Criteria. ou can type in the criteria in the top blue line and
projects meeting that criteria will appear in the lower section. Using your mouse, click on the project of interest in
the lowwer display. Then select the from the button bar the screens that contain information of interest.

=l

A user can access this help at anytime by selecting the icon located at the bottom

left side of the project browser screen. This help is focused on assisting users to navigate the
Browser and enter a new application.
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PRISM Help

In addition to the Getting Started help that you can access from the Browser, there are three
additional ways to access the help features:

e Field Level Help. Field level help is available throughout the system. Click on a field,

and then select F1. This help will tell you about the field, how to complete the field, and
the type of information being requested.

e Obtaining Software Support. This help displays a telephone number to contact if you are
having difficulties using PRISM.

e Main Menu Help. Clicking the “Help” menu item accesses this help. Selecting Help
brings up the following options.

LIsing Help. ..
PRISM Help Topics. ..
Obkaining Software Suppork, ..

Abouk PRISM

Using Help describes the main two ways of using Help without calling technical support.

Using Help

_Iolx

File Edit Bookmark Options Help

Help Iopicsl Back | Erint | <« | ¥ |

Using Help

There are two weays to use the on-line help.
1. *ou can use the field by field help, by placing your cursar in the field of interest and hitting F1.

2. Using the help menu, labeled :"PRISM Help Topics". Under this menu itemn, you select by Contents, Index, or Find.

Once you are finished with help for this field, you have two options.

1. ou can close the help window by clicking on the "X" | in the upper right corner of the window or by pressing the Escape
key.

2. Youcan click anywhere in the PRISM screen. This will put the help window in the background and make it appear a it
guicker the next time you request help on a field in PRISM.

PRISM Help Topics allows you to search by topic, words or phrases.
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PRISM Help Topics - Index

Help Topics: PRISM 2=l

Index |Fin.;| |

1 Twpe the first few letters of the word you're looking for.
fi

2 Click the index entry wou want, and then click Dizplay.

Acquired

Acquistion

Acreage

Acres

Address

Admin

Admit Cost Estimate
Atsmers

Application

Approvval

Average

Awerage Hours of Public e
Billing

Billing Address

Billing City/ T own

Billing Name =l

Dizplay I Erirt.... | Cancel |

The Find tab permits a user to search for a specific word or phrase.

PRISM Help Topics — Find
Find Setup Wizard x]|

Find enables vou to search for specific words and
phrases in help topics, instead of searching for
information by categany.

Before you can uze Find, Windows must first create a list

[or database). which containg every word from wour help
filefz].

To create thiz list now click MNest.

% Minimize database size [recommended

" Maximize search capabilities

" Customize search capabiiies

< Biach Mt = Cancel
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V. Locating an Existing Project in the Database
The first screen displayed after completing the login process is the Project Browser. This screen
is used to list and locate specific projects based on selection criteria. The browser shows basic
information for each project: IAC project number, sponsor, project name, program funding
source, assigned IAC grants manager, and status. The browser is designed to display project
information. No data is entered on this screen.
Project Browser
Application
data button
,‘ {prismprod) PRISM - Project WorkBench - [Project Browser]
B g File FReporfs Window Help =] x|
rowser
button =ELl=] [AA[A]
\Pﬁect S election Criteria ¥ Automatic Re-guery {13 Refresh |
Managing Agency: IIAC -I Funding Board: |<,a\||> v| [ Status Detai = .
¥ Include related organization projects
[ Proi# [Tupe] Sponzor | Project | Program | Manager | Statuz |
| 2ctive -
Projects Meeting Criteria  [Click on project below, then click on toolbar button above. ] Filter I_me
Froj # |Tupe| Sponsar | Froject | Frogram | Manager | Status = (blue Ilne)
00-1533 M Fizh i Wildlife Dept of Fiiverfront Park. Boat Launch Improve BFF-STATE yral Active
og-1637 0O Elickitat Port of BEingen Marina Development Froject | EFF-LOCAL KammB Auctive
0n-1534 b USFS WhF LeavermmorthdLk ) Trail Baintenance-South MRTF-GEMER Soots Auctive
0g-1533 b USFS WhF LeavermorthdLk W Trail Baintenance-Morth of Hey 2 MRTF-GEMER Soot HActive \
n0-1530 0O Matural Resources Dept of i alker Walley Jeep Trail Extension RO A-OFY Scotz Active \
o-1523 0O Richland City of Hiorn Riapids ORY Project RO A-OFY [1arg s, Active h
00-1587 M Thurston County Parks & Rec  ORY Sparts Park Flanning Project RO &-0FY Socots Active .
00-1686  © | Milban City of Milton Interurban Trail WWRP-ORA-TR MyraE Active = Data lines
op-1680 O Colville ity of Calville Swimming ool W RP-0RA-LF MyralB Auctive
og-1678 O Fasco Farks & Fec Dept Faseo Softball Comples Lighting WWRP-0RA-LF Iarg s Active
n-1574 Mapavine City of Mlapavine City Park Wi RP-0ORA-LF EammE Active
o-1571 0O Hazel Dl Little League H.E. Fuller Park. Sports Comple: AF-RAAIMT EammE Active /
0g-1570 O Harmany Sports Association | Harmony Sports Comples Project #1 % AF-RAIMT KammE Active
og-1665 0O Goldendale City of E'Kone Fark Field Renowation AF-RAIMT KammB Auctive
og-1662  C Allyn Fark of waterfront Acquisition, Allyn W RP-0RA-w A KammB Auctive
0g-1655 0O Eellingham Fark.s & Rec Dept | Railroad TraillAlabama St Overpass | WWRP-0RA-TR Dlarrd Auctive =
Getting Started | [ Mew &pplication Total Projects an7 of 857 ( = Erintj(ﬂ." Clase |
P ;
| Currier Crk/EWC Canal Intersection | Ellensburg ‘water Company /I’U'2-1 4230 W <_Status line

Print button Close button

The browser is used to find a specific project by entering data on the blue filter line. Data that
can be used to locate a project is the 1AC project number, sponsor name, or project name. In
addition, selecting information in the dropdown boxes under program, manager, or status will
further define the list of projects. The more information provided on the blue filter line, the
narrower the search will be. Once you fill in the boxes, hit refresh to display your selection,

select the “Refresh” button on the top right portion of the screen.

Once you have located the project you wish to review or edit, click on the data line. A dark box
will appear around the selected project. You can verify the correct project is selected by
viewing the Status Line along the bottom of the screen. To review or edit application data,

select the Application Data Icon at the top of the screen. Then move through the tabs. For
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further instructions, see the next section on adding a new application.

The “Print” button, at the bottom right of the screen is used to print the data
displayed on the screen. Clicking on the “Print” button generates a report called the Browser
Report.

The “Close” button is used to close the Browser. To reactivate the Browser, select
the “Browser” button .
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Starting a New Application

Select the “New Application

project.

” | [ Mew Application

Project Browser Screen

J (prismprod) PRISM - Project WorkBench - [Project Browser]
@% File Reports Window Help

| on the bottom left portion of the browser screen.
This is used to add a new application that has not been entered into PRISM before. If you have
already started a project and wish to update it, refer to the previous section on how to locate a

=15 x|
-l

=2 EOER= [A[A[A)

Project Selection Criteria

kanaging Agency: II,-’.\C vl Funding Board: |<AII> -I

W Automatic Fle-querny
v Status Detail
¥ Include related organization projects

2% Refresh |

[ Proi# [ Tupe] Sponsor | Project | Program | Manager | Status |
| | 2ctive -|
Projects Meeting Criteria  [Click on project below, then click on toolbar button abowve. ]
Froj # | Tupel Sponsor | Froject | Frogram | Manager | Status s
o0-1533 b Fizh & Wildlife Dept of Fiverfront Park. Boat Launch Improwe BFP-STATE MelyraE Pt
oo-1537 0O Elickitat Part of Eiingen Marina Development Project | BFP-LOCAL KammE Pt
o0-1534 P LSFS WHF LeavenworthiLk W' Trail Maintenance-Sooth MNRTF-GEMER ScotC Auctive
00-1533 | M USF S WHF LeavenworthfLE W Trail Maintenance-klorth of Hwy 2 MNRTF-GEMER SootC Buztive
oo-1530 O Mlatural Resources Dept of whalker Walley Jeep Trail Extension RO A-ORY SootC Buztive
oo-1523 O Fichland City of Horn Rapids ORY Project MO A- R Mlargh Auctive
o0-1587 M Thurston County Parks & Fec | ORW Sports Park Planning Project | MOWYA-OFY SootC Pt
oo-1586 ilecon ity of Pelilean Interurban Trail wiwWRP-0RA-TR MelyraE Auctive —
oo-1530 O Calville City of Colville Swimming Fool wiw'RF-0RA-LF Plyral Buztive
oo0-167% O Faseo Parks & Rec Dept Fasco Softball Comples Lighting wiw'RF-ORA-LF Plargh Buztive
oo0-1674 | C Tlapavine City of Mlapavine City Fark. wiw'RF-ORA-LF KammE Buztive
oo-1571 |0 Hazel Dl Little League H.E. Fuller Fark Sports Comple: AF-MAINT KammE Auctive
oo-1570 0O Harmony Sports Azzociation | Harmony Sports Comples: Project #1 0 YAF-RAIMT KammE Pt
oo-1563 0O Gioldendale City of E'Kone Park. Fisld Renowation Y AF-RAINT KammE Pt
oo-1562 Allyr Part of ‘warerfront Acquisition, Allyn Wi RP-0RA-W A KammE Pt
oo-1585 0O Bellinw Failroad Trailldlabama St Overpazs | WiWRP-ORA-TR DCrarr.d Auctive -

Getting Starleta [ Mew Application | > Tatal Projects 857 of 857

Eh Fiint | [jl# Close |

| Cuirrier CrkAEWWT Canal TREETsestior E | Ellensburg ' ater Company

You can type in some data in PRISM, then save. Later you can return to the application and
enter additional information. However, the application must be “submitted” no later than the

New application button

[02-1480

R

application due date (see Section IX). While you can enter only one application at a time,

multiple applications can be at various stages of entry at one time.

New Application Wizard is the first screen that will appear after clicking on the “New

Application” button.

Page 9




IAC Manual 22: Using PRISM - March 2006

New Application Wizard
[ow Projoct Application Wicard £

Wielzome to the project wizard. Enter the required information below
and, then uze the Mext button to go to the nest page in the wizard.
Select the Finish buttan to zave changes and exit wizard.

Enter Project Marne.

Select Funding Pragram.

| -

Select Project Type.

| -

Help Cancel Mest »

On the first wizard screen, enter the project name, the funding program you are applying for,
and the type of project.

Project Name. Type in a specific project name. Try to use a unique name that is descriptive of
the project and will distinguish this project from others.

Funding Program. Select the funding program from the dropdown box.

Project Types. The Project Type is selected from a dropdown box. Depending upon the
funding program, you may have the option of selecting:

Acquisition (A)

Combined (C) (acquisition and development)

Development (D)

Education (E) — Boating Infrastructure Grants, Nonhighway and Off-road Vehicle
Activities (NOVA,) and National Recreational Trails Program (NRTP) projects ONLY
Maintenance (M) - NOVA and NRTP projects ONLY

Non-Capital (N) (plans, permits, assessments, and studies) - NOVA and Boating
Facilities Program (BFP) projects ONLY

Planning/Acquisition (P) (acquisition and planning) - BFP projects ONLY

e Restoration (R) — Aquatic Lands Enhancement Account projects ONLY

Click on the “Next” button to advance the wizard.
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i New Project Application Wizard ﬂ
Dur Community Skate Park
Select Primary Sponzor of the project [click Find button].
Y
Find button
Help | Cancel | < Back | Mest >

On the second wizard screen you will select the project sponsor.

Sponsor. Select the “Find” button El to bring up the Organization Search selection box. The
user must select from the organization list for the project sponsor. If the desired organization is
not found in the list, contact IAC to have it entered into the database.

To use the search box, start typing the organization’s name and after two characters, a list will
display. Click on the organization and the record will be retrieved.

Organization Search Box

i Organization/Person Search x|

MOTE

Tao initiate & zearch, select Organization or Person Search.
Beqin entering the organization name or person's last name in
the field below. Once the desired name sppears in the list,
zelect it by clicking on it or presz the CLOSE button to Cancel.

¢ [rganization Search Perzon Search

|Belingham

Bellingharn City of

Bellingham Herald
Bellingham Marine Industries
Bellingham Parks & Rec Dept
Bellingham Part of

Page 11



IAC Manual 22: Using PRISM - March 2006

Once the sponsor has been selected, click on the “Next” button to advance the wizard.

The third wizard screen summarizes the information entered so far. Review the information for
accuracy. Click the “Finish” button when complete.

Mew Project Application Wizard ﬂ

Rewview information for accuracy.  Click, the Finigh button to add the new project to the PRISM databaze.

Project Information
Project Mame: Our Community Skate Park
Project Funding Proagram: " FP - Local Parks
Project Type: Development

Project ODrganization/Person
Primary Sponzor: Belingham Parks & Rec Dept

Help Cancel ¢ Back Finizh

If all the data is complete, the following message will display:

M Mew Project Application Wizard ﬂ

i

in @ “'our project haz been zaved in the PRISK database.
The project number iz '04-17388 "

Select OK ta continue.

ak.

For ease of finding your project in the future, write down the project number. Select the “OK”

PSP

Ik

i button and it will activate additional screens for further data entry.

The information entered in the New Application Wizard is automatically entered into the Tab 1
Basic Data screen.

Page 12



IAC Manual 22: Using PRISM - March 2006

Based on the type of application selected, different tabs will be activated. Other tabs will be
grayed-out and not allow you access. If the tab is activated, you are required to complete some
information on that tab.

7Tab 1 Basic Data is the first screen that will appear.

Tab 1 Basic Data

j [prismdev] PRISM - Project WorkBench - [Application Data]

il File Reparts ‘Window Help

EYILE BEL=l

7. Land Char 8. Questionnaire 3. Location 10. Permits 12, 1AC Only
1. Basic Data 2. Description 2. Funding Request 5. Mon-4eq Info
. GENERAL
Edit button
— | Froject Mumber I:I Funding Program |W'W'HP - Local Parks j
mmunil}' Skate Park ” =i Praject Type |Deve|o|:-ment j
PROJECT ROLES
DOrgarization | Role Type = Sponzor # | |
Belingharn Parks & Flec Dept Primary Sponzor Sponsor Region | |
a0 _ZS,J
Contact Person(z] Tupe Phore Number(s] =
[ Mew | [ save | 2K Delete | A Submit & Prirt | EI_# Close |

The project sponsor identified in the New Application Wizard will automatically be designated as
the “Primary Sponsor.” Click the dropdown box to change the “Primary” designation.
Secondary sponsors are used only if the project will be co-sponsored by another eligible entity.

Any person from an organization listed in the Sponsor box has the ability to change and modify
the data when the project is in pre-application and application submitted status (if they have a
user login and password). Once the project is moved to application complete status by IAC,
only IAC staff has the ability to change the application data.

You can verify the

selecting the “Edit”
information.

onization data is accurate by double clicking on the organization hame or
button. If organization data is not accurate, contact IAC to update the

Sponsor # and Sponsor Region. These optional text fields are for an applicant to use to identify
their internal project or contract number and region. This allows an applicant to cross-reference
an IAC project with his or her own organization’s project number.
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Contact. Select the “Find” button El located to the right of the Contact block to bring up the
Contact Person Search. If you have a login and you are selecting yourself, your
information is already in the system. Do not add yourself again — use the find process.

Tab 1 Basic Data

j [prizmdev] PRISM - Project WorkBench - [Application Data]

il File Reports ‘window Help

EE [&]8d ]

S=E [EEL=

7. Land Char 8. Questionnaire 5 Location 10. Permits 12, 1AC Only )
1. Basic Data 2. Description 2. Funding Request 5. Mon-4cg Info h
GENERAL
Project Humber I:l Funding Program |W’W’HP - Local Parks j
Projest Mame  [Dur Comminiby Skate Park = Froject Type | Development -]
PROJECT ROLES
AlD[B[3)
Organization | Role Type - Spansor # | | Find
Belingharn Parks & Fec Dept Prirmary Sponzar S Besian | | | contact
person
- . button
@IEEY
Cantact Person(s] Tvpe Phone Number[s] =

[ Mew | [ Save | 24 Delste | A Submit &b Prirt | [Ld- Cloze |

Contact Person Search

x

Either zelect a contact name fram the list or change to "'Search all names in the spstem”. Use the CLOSE
button to cancel.

* :Orly show contacts in project organization[z).

" Search all names in the system. |

Contacts in Project Organizations

Bryson, Lezlie (Belingham Parks & Rec Dept)
Colby, Steve (Belingham Parks & Rec Dept)
Gobo, Gina [Belingham Parks & Rec Dept]
Hairiz, Marvin (Bellingham Parks & Rec Dept)
Leuthald, Paul (Belingham Parks & Rec Dept]
Schilk, Jonathan [Belingham Parks & Rec Dept)

() T

Contacts in Parent Organization of Project Organizations
Asmundson, Mark [Belingham City of] j

Fedale, Kyri [Belingharn City of]
Finet, Phyliiz (Belingham City of]
Fagelzona, Clare [Belingharn City of]
Hardy, Sheila [Bellingham City of]
Lithgow, Michael (B elingharn City of]

L

Close
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If the contact information is already in PRISM, click on the name, and the record will be
retrieved and posted to the Tab 1 Basic Data screen automatically. You can also search the
entire PRISM system for a contact. To do so, click on the “Search all names in the system”
button.

If the search yields no matches, close the Contact Person search screen without selecting a

person. Then select the “Add” button from the Tab 1 Basic Data screen. A blank person
screen will be available for data entry.

Tab 1 Basic Data

j [prismdev] PRISM - Project WorkBench - [Application Data]

W File Reports Window  Help

BHR=

7. Land Char 8. Questionnaire 9. Location 10. Permits 12 1AL Only A
1. Basic Data 2. Description 3. Funding Request 5. Mon-tcqg Info A
GEMERAL
Project Mumber I:I Funding Program |WWHP - Local Parks j
Project Name |DUT Community Skate Park ” = Praoject Type |Development j
PROJECT ROLES
A|0[B[3%) Add
Orgarization | Role Type = Spansor # | | /contact
Belingham Farks & Fec Dept Primary Sponzor 5 .
ponsor Region | /[ person
N button
: NmE) .
Contact Perzon(s] Type Phone Number|s] Edit
L. contact
person
button

[ Mew | [ Save | X Delete | A Submit &b Print | El_* Cloge |

Double clicking on the Contact name or selecting the “Edit” button can edit the Person
record from the Tab 1 Basic Data screen. When the edits are complete, the user must click on

- ]
the ‘Save” and “Close” M buttons at the bottom of the Contact Person

screen. This will return the user to the basic application screen.
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Contact Person Window

Sl=IE |
1 Organization 2 Org-Plan Eligibility | 2 Org-lAL Infa 4 Org-Compliance | 5 Person E Perzon-lal Info ||
i | First Name [T.Pemy | Last Name [Eanett |
Mailing Address %
Address [P0 Box 10010 -] %)
Phaone Type
[206] 842-2306 Ext 19 F'hone work,
| [206] 842-0207 Faw - work
City/Town |Bainbridge Izland |
State Wi | Zip[38110 |
Email Address |perr_l,l@b||:-arks org | Elie |
Other Address
Address |-|| Organizations Hﬁ
%1 Org Mame Job Title
| ¥ | Bainbridge |sland Park Dist F'Ianner
[Zily.r'annl |
State[ws | Zip| |

%" denotes arganizations used on envelopes and labels

[ Mew | Gﬁave 2 Delete | O, Find | ( # Cloze |)

Save button Close button

Once the contact person(s) has been selected on the Tab 1 Basic Data screen, select the
appropriate contact type in the dropdown box for each contact. Each application must have
one, and only one, project manager. The project manager is the individual whom IAC staff will
contact for information about the project and who will be the recipient of the majority of
correspondence.

Different correspondence may go to different people within an organization based upon the
contact type. For example, “Agreement” type allows for the project agreement to be mailed to
a specific person other than the project manager. There also may be “Alternate Project
Managers” who may receive copies of correspondence that is sent to the project manager.
However, most applicants designate one project manager to receive all correspondence for a
project.

Contact Personlz] Tvpe
Craig, Ron [South Bend City of, "illapa E| Project M anager
Hill, “yrle [South Bend City of, "Willapa Ci| Planner

Sovereign, Betty (South Bend City of] | Billing

To delete a contact, select the row to be deleted and click on the él button. Text to be
deleted will change to italics and will be deleted after the “Save” E button is pressed.
If you change your mind and want to keep the text, simply click on the él button again before
pressing = Save
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Tab 1 Basic Data

4 (prismdev) PRISM - Project WorkBench - [Application Data]

o (=] 3
5B Fle Reports Window Help =1
&) [@ & EODEE EE @AARE
7. Land Char & Questionnaire 9 Location 10, Permitg 11. Salmaon Informati | 12. 1AC Only
1. Basic Data 2. Description 3. Funding Reguest | 4. Acg Info 5. Non-Acq Info b Measurements
GENERAL
Project Mumber Funding Program ISaImon State Projects j
Project Mame |CedarRapids Floodplain | = Prujec:lTypeICDmbmed j
SPONSOR
sloje|¥
Sponsor | Prirnary 1=l Sponsor # || ‘
Fish Pirst “ Sponsaor Region | ‘
a0 % Delete
aojefx)e
Contact Type Phone Mumber(s) = contact
Swangan, Dean Project Manager (360 263-1212 (Phone - wark) bUtton
O tew (l & save |) W Delete | 4 Submit v & pirt ( fjl+ Close u
| Cadar Rapids Flootsiein— } |Fish First [04-1030 4
Save button

Close

When the contact information is complete, click on the “Save” button at the bottom
of the screen.

Once the first tab has been completed, click on Tab 2, Description.

Tab 2 Description

‘ {prismdev) PRISM - Project WorkBench - [Application Data] - |ﬁ| Iil
Ml File Reports ‘Window Help

==
EYLF =2 EERE (slm [AlAlAlAl
8. Duestionnaire

9 Location 10, Perrits 11. Mat Applicable | 12 1AC Only
1. Basic Data | 2. TQ. Funding HequestTA_L Aeg Info Tﬁ. Mon-tieg Info Tﬁ. Measurements |
GOAL & DBJECTIVE

140 Goal

Objective

PROJECT DESCRIPTION

71| text button
N
[T Hew | & 5ave | K Delete | A Suibmit | &b Fiint | ﬂ_" Close |
[ [ [ [
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Type in the project description (or paste from another file) in the Description field. The field
allows up to 1500 characters (including spaces). The description can be formatted using the

“Bold” il, “Italic” LI or “Underline” AI buttons. Additionally, the Description field can be

made larger by selecting the “Zoom” button. To check the Description field spelling, select
the “Spell Check” button .

Press the “Save” ﬁl button at the bottom of the Descriptions Screen.

Remember the project description is used to present your project for evaluation, board
approval, and for media releases, so be clear about what you will be doing and why it is
needed.
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VI1I. Adding Funding Request Information

Tab 3 Funding Request. Tab 3 is used to input information about the IAC funding request and
the sponsor match (if applicable).

Tab 3 Funding Request
‘ [prismprod] PRISM - Project WorkBench - [Application D ata]

gl File Reports Window Help

EHERIE
8. Questionnaire 9. Location M 10. Permits 11, NDVAMRTE 12, 1AC Only
1. Basic Data 1 2. Description 1 3. Funding Beqy 1 5. Mon-tcqg Info 1

FUNDING RE FUNDING REQUEST SUMMARY

C Funding Request

14C Total $50,000.00

Funding Source | Armounk

IAC -

. HRTF - General $50.000.00 Spaonzor Tatal $44,.000.00 | 47%

Funding Project Total $34.000.00 | 100%
Request Sponsor Match _25_'-)
Categorny | Arm\ =l

SpOﬂSOf Eonat;d Llablfrb i;gggggg PROJECT COST ESTIMATE

orce Acct - Labor .000.00f —
Match —% Forees Acct - Materials $4.000.00) 1

z Acauisition Estimate $0.00 | 0%

Maintenance Estimate $94.000.00 | 100%

Tatal Project E stimate $94,000.00 | 1002

| E Save | @ Prirt | El_" Close |

Save button

Enter the amount of funds you are requesting from the IAC in the amount field in the IAC
Funding Request box at the top left of the screen. The Funding Source will automatically be
entered based upon the information submitted during the initial application wizard.

Under the Sponsor Match section, select from the dropdown box the type of match amounts
your organization will be providing and enter in the amount for each type of match.

The IAC Funding Request and Sponsor Match amounts will be added together to determine the
Project Total. This information is displayed in the table in the upper right hand of the screen.

The Project Cost Estimate section on the lower right side of the screen is to reconcile the Project
Total with the amount entered into the cost estimate on Tabs 4 and 5. Once the cost estimates
(Tabs 4 and 5) have been entered and saved, data will display on this screen. The project
cost estimate total must equal the funding request estimate. Since Tabs 4 and 5 have
not yet been completed, this section shows the Total Project Estimate as $0.

Select “Save” @ and go to the next Tab.
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Tab 4 Acquisition Infois required for all applications with property acquisition elements. The
first screen is primarily a summary of individual property information, which is entered
separately into the Acquisition Property Detail Pop-up screen. Individual properties entered in
the Pop-up screen are displayed in the Property List box on the left portion of the screen. Total

acquisition cost items and estimated amounts for all the properties to be acquired are displayed
on the right portion of the screen.

Tab 4 Acquisition Information

‘ [prismdev) PRISM - Project WorkBench - [Application Data]

M File Reports Window Help

[ [0]Ed BEEL=

7. Land Char &. Questionnaire 3 Location 110, Pemits 112, 1AC Only 5
1. Basic Data 2. Description 3 Funding Hequest‘ 4. Acq Info 5 Mon-deq Info A B
PROPERTY LIST PROJECT TOTALS
Add (TR % _
e Aguizition Cost [tem Est. Amt =l
| —— |
button to
display the
Pop-Up
Screen
Property Totals 0.00 $0.00 S ubtotal $0.00 =
Admin Amount b ax $0.00 Admin % Max 5 Admin Cogt Estimate $0.00
Total Acg Cost Estimate $0.00
| Hsae | | A Submit St | e Oose |

Application Property Details Pop-up Screen is for entering detailed information about each

property to be purchased. To enter information on the Pop-up, select the “Add” button in
the Property List section.

Page 20



IAC Manual 22: Using PRISM - March 2006

Tab 4 Property Details

: Property Details =13
PROPERTY DETAILS COST ESTIMATE DETAILS
Property Hame _57_'
|Cedal Fapids | Aquisition Cozt Iberm | Est_Amt o
Applicable taxes $100.00
Date to be Acquired Acreage Appraizal and review $3.800.00
Closing $7.000.00
Diernalitian $3.000.00
¥Yalue Determination Hazardous substances assess $2.000.00
IEstimate of Walue LI Land $300.000.00
Other $100.00 =
Purchase Type Recording fees $2.500.00
|Fee ownership I Relocation $50,000.00
Survey $2.000.00
Title reportz/inzurance $3.000.00
Wetland delineation $1.500.00
[ $z3=0.000.00
& Save | [jl+ Close |

Type in the property name, anticipated date the land will be acquired, and expected number of
acres in the appropriate fields. The Value Determination and Purchase Type fields are selected
from dropdown boxes. The Acquisition Cost Items are selected from a dropdown box and the

amount estimated for each item must be entered. Select “Save” E PRISM will return
to the Acquisition Information screen.

Users may enter multiple parcels. You also can edit previously entered properties by selecting
the property line to be edited, then selecting the “Edit” button .

Application Data, Tab 4 Acquisition Info

j [prizmprod] PRISM - Project WorkBench - [Application Data]
il File Reparts ‘Window Help

ELERN £ EEL=

7. Land Char 8. Huestionnaire 4. Location 10. Permits 12 142 Only A
1. Basic Data 2. Description 3. Funding Request | 4. Acq Info N
Edit PROPERTY LIST PROJECT TOTALS
property J ‘ Aguigition Cost lkem E st Amt =l
button P' erty Name 'E‘C'e = |Appraisal and review $5.,000.00] |
zon Point / l:losing 2 521.00
Hazardous substances asse: $2.140.00
Land $1.000,000.00
Recording fees $10.00
Title repartz/inzurance $2.375.00
. A Fraperty Tatals 7259 $1.M2,046.00 - . A
Administrative —| Rl 0500 Administrative
Cost Maximum Zdmin Amount Wax $R0,602.20 Admin % Max g Admin Cost Estirmat 1 $20,000.00 ’ Cost Field
Tatal Acg Cost E stimate g pusranpta

(| I Save | | &5 Print | ﬂ_" Cloze: |

Save button
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The only data field entered on the main Acquisition Information tab is the Administrative Cost
field, on the bottom right of the screen.

Enter the total Administrative Cost on this screen for all properties being purchased. 1AC limits
administrative costs and PRISM will calculate the maximum Administrative Cost eligible and
displays it at the bottom left of the screen. Be sure the amount you enter does not exceed the
Administrative Maximum Amount.

NOTE: The total acres entered on this screen must equal the total acres to be
acquired on Tab 7 Land Characteristics.

Select “Save” @ and go to the next Tab.

Tab 5 Non-Acquisition Info is required for all applications with development, restoration,
education, maintenance, or planning elements depending upon the type of application.

Tab 5 Non-Acquisition Info

‘ [prismdev] PRISM - Project WorkBench - [Application Data]

B File Reports ‘Window Help
Bls EHEE

7. Land Char 1 8. Questionnaire 1 3. Location 1 10 Permits 1 12 1AL Only )
1. Basic Data 2. Description 3 Funding Request 5. Non-Acq Info A
Element = 9 I—

dropdown MOTE: Scroll right to enter Dezcription for each item below ﬁ '@J
boxes Element Item Lt [hmrtity | Uit Cost | Total Cost | 2]
iC Fields Lighting - field Lump sum 1.00\$500,000.00| $500,000.00 ___ .
Campground Facilities mpzites - electicwater Each £0.00 peickX $20,000.00 Enter quantlty
Camparound Facilities Ca)npsites - electricwater Each \ 150 $1.333.33| $20.000.00 and total cost
~Fencing & Gates Wates Each 00 $1.000.00]  $5,000.00
Cghirm— Bartdfig and rmads Lump sum 1.00] $50,000.00/ 45000008, /
Park Furniture P> Dirinking fountain Each 3.00(  $1.000000 $3.000.00
ltem i bor zeating Lump sum 1.00(  $4.00000N $4.000.00
Parking Parking - other Lump sum 1.00] $200,000.00] 2
dropdown + I [
boxes Itern Cost Sub Tatal $1,162,000.00

State and Local Sales Tax $31.577.00

Sub Total $1.283.577.00
A5E Cozt Estimate $121.605.00[  Amaount bax $2R0715.40 % Mar 20%
Total Development E ztimate 41,385,185.00

| & Save | | E Pirt | [Ld-glnse|

To enter information, select from the dropdown box under the Element heading. Then select a
corresponding Item from the adjacent dropdown list. To complete a particular cost element,
the quantity and total cost must be entered based upon the predefined units. PRISM calculates
the unit cost.

If a large quantity or dollar amount will not fit within the column size, the column widths on this

screen can be adjusted. Using the mouse, click on the column header, hold and drag to desired
width.
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Tab 5 Non-Acquisition Info

j [prizmprod] PRISM - Project WorkBench - [Application Data]

il File Reports ‘window Help

EYEE o [ s e [

7. Land Char 8. Questionnaire 5 Location 10. Permits 12, 1AC Only )
1. Bazic Data 2. Description 2. Funding Request 5. Hon-Acq Info N
MOTE: Scroll right to enter Description far each item below 253 @
Element Ibem D escription i

Athletic Fields Lighting - field Lighting of the-tree fields will doubiE thekuse

Camparound Facilities Campszites - electric/water Sil}&,’lﬁ Az

Campground Facilities Campzites - electric/water amp pads wiutitiities for tent camping \

Fencing & Gates Gates Steel gates at parking lot, campground entrances )

Lightirng Parking and roads ?N.Leet lamp type lights /'\

Park. Furniture Drrinking fauntain StaMteel - mouted on RA bldg. >S.C|'0” to the

Park Furniture Spectatar seating Along field, LziPger Hwr Stcessible) right to enter

Parking Parking - other 225 permable surface stallz - 10 AD.i’-‘«, 1 vandettoer fiel|; information in

i 3 ..
Enter sales Item Cost Sub Tatal TT.1 d :hetdsscrlptlon
tax —» State ahd Local Sales T4 $91.577.00 extbox

—  __—
Sub Total FT.250.07 700
Enter total /A&E Cozt E stimate $131,608.00 grnount b $2R0,715.40 % Max 203
A&E costs — | Tatal Developrment Estimate ;9 et et Maximum
A&E amount
| [ Save | | Eh Prirt | [Lt Cloge |

For some items, a short description is required in the description field at the far right of the
screen. Scroll to the right to do so.

The State and Local Sales Tax and A&E (Administration and Engineering) Cost Estimate are
entered on the bottom portion of the screen, if the field is not grayed out. The A&E costs
represent costs for the whole project, while the other costs are captured at the element and
item level. IAC limits the amount of A&E costs for each project. PRISM calculates the
maximum A&E Costs allowed based on the subtotal. Be sure to enter A&E costs within the
maximum allowed.

. . . . . HE:
To verify the Description field spelling, select the “Spell Check” button . Select “Save”
& Save |

Now that you have entered the cost estimates (Tabs 4 and 5), you may view your funding
request and project cost estimate on Tab 3.
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Tab 3 Funding Request

‘ [prismdev] PRISM - Project WorkBench - [Application Data]

B File Reports ‘Window Help

[B|[0]&d [ EERI=
7. Land Char 8. Questionnaire 3. Location 110, Permits
1. Basic Data 1 2. Description 1 3. Funding Requ 1 5 Mon-teg Info

1 12 15 Orily N

FUNDING REQUEST DETAIL FUNDING REQUEST SUMMARY

Tatal Project E stimate

| & Save | | E Pirt | [Ld-glnse|

14C Funding Regquest
Funding Source [ Amount 14C Total
Land and ‘# ater Conzervation $500,000.00 Spaonzar Tatal
Project Total
Sponsar Match _é
Cateqom I Arnaunt = \ -
Approprigtion b Cazh $885,185.00 PrOJECt .tOtaI
PROJECT COST ESTIMATE and project
estimate must

ht Acquisition Estimate / match
Development E stimate T 4

The Project Total and Total Project Estimate must match. If the amounts are not
the same, amend information on Tabs 3, 4, or 5 until the totals equal.
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VIIIl. Adding Other Project Information

Tab 7 Land Characteristics is required for most projects. On this tab you will enter information

about the property.

‘ [prismdev] PRISM - Project WorkBench - [Application Data]

Tab 7 Land Characteristics

gl File Reports Window Help

v BERLI=

1. Bazic Data 2. Description 2. Funding Request | 4. Acq Info A
7. Land Char 8 Questionnaire 9 Location 10. Permits 12, 1AC Only A
Project Acreage Type Exizting Acres Actestobe | Acrestabe | Acres tobe Mew Total = ﬁ
Acg. D, Renoy.
Lake 0.90 46.00 46.90( _|
Riparian landz 303,80 173.00 476,80
wietlahds 35.30 141.00 17630 -
340.00 360.00 0.00 0.00 Fo0.aa
. Exizting Front | Front Feet to | Front Feet ta | Frant Feet to = %
Froject W aterfront Type Font be Aca, be Do b Beno. Mew Tatal J
Lake 1.260 19,625 19885
Streamy/Creek, 19,360 1.5R0 21.020) —
20,620 20,285 1] 0 40,305
Land Comments
These Morgan Marsh parcels are part of a j Trail Miles
wetlands/lake complex at the headwaters of
Big Beef, Tahuya, Staviz and Anderson Tobe Acq. Tobe Dev. ToBe Renov.
Creeks, The size and shape of the areas to . | D-D':'| | EI.EIDl |
| [ Save | | & Prirt | El_d- Close |

Enter the Project Acreage Type by selecting from the dropdown box. Enter the number of
existing acres. Existing acres are the acres, or area immediately adjacent to the property, that
already are dedicated park or habitat lands. Also enter the number of acres proposed to be
acquired, developed and renovated in the appropriate fields. Totals will be calculated

automatically.

Project

Acreage Project &creage Type Exizting Acres '&CESC;? be '&mgi\tf be '&C;'Ziéi_be Mew Total
Type X E

dropdown _|
box 0.oo0 0.oo 0.ao 0.0o0 0.00

x|

NOTE: The total number of acres to be acquired on Tab 7 must match the total
number of acres listed on Tab 4 Acquisition Info.

Enter the Project Waterfront Type, if applicable, by selecting from the dropdown box. Enter the
number of existing feet of waterfront and the number of feet to be acquired, developed, and/or
renovated. Totals will be calculated automatically.
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PI'OjECt Project '/ aterfront Type Ewisting Front | Front Feet ta | Front Feet ta | Front Feet ta Mew Total - 25.3
Waterfront Feet be Ao be Dev. be Fenow.

Type = <

dropdown -
box 0 0 0 i i

Enter a brief description of the property in the Land Comments text box. Land Comments
should reflect the existing features of the property, current level of development, and other
characteristics of the property not previously captured. Enter the number of trail miles
proposed for acquisition, development, and/or renovation, if applicable.

FARRErAN] FARr-Au] u o
Land Comments

These Morgan Marsh parcels are part of a -
wetlands/lake complex at the headwaters of

Big Beef, Tahuya, Staviz and Anderzon

Creeksz. The size and shape of the areas to . |

Trail Miles

Tobe Acg.
.00 |

TobeDevw, ToBe Renovw.
0.00] |

| [ save | ‘ &b Print

Select “Save” ﬁl and go to next Tab.

Tab 8 Questionnaire is for you to respond to a series of questions. You respond by reading the
highlighted questions located on the top portion of the screen and responding in the text box on
the bottom portion of the screen. The Page Down/Up keys or the mouse are used to move
from question to question.

Tab 8 Questionnaire

4 [prismdev) PRISM - Project WorkBench - [Application Data] o (=] £
5B Ble Reports  Window Help =] x|
] (0] &4 B EE= (] AA
1. Basic Data 2. Description 3. Funding Request | 4. Acg Info 5 Mon-Acq Info E. Measurements
7. Land Char 8. Questionnaire | 3. Location 10. Permits 11. Salmaon Infarmati | 12 |AC Only
# Question. Respond Below
1of20  |Foranmy grants listed in Section 5 - Summary of Funding Request. are there any restrictions aon the use of these -
Respond to ’ grant funds? When and how long will lhn.a grant funds be available to this ijecﬁ’ : : J
2of 20 Describe the type of donated labor (skilled and unskilled), donated equipment. and donated materials thatwill
the be used for this project identified in Section & - Summary of Funding Request.
hlg h I |g hte Jof20  ‘Whattype of landowner currently owns the property? (Federal Local. Private. State or Tribal.)
d question 4of 20 Whatis the current land site, and s history? Describe past human uses and salmon habitat functions.
in the tex z
t e te t Use Page-Jp and Page-Down keys to move h the
bOX- Respond below when appropriate
MNo. Funds will be available 1/1/05 forthree years. ;I
~ =
[55 e | & save . Delste A Submit | i & Print | ﬂ" Close |
| Prism Creek Acquisition and Restoration | Skagit Fish Enhancement Group [04-1024 c | 4

To check the Responses field spelling, select the “Spell Check” button . Select “Save”

I Save |

and go to the next Tab.
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Tab 9 Location captures geographic and political boundary information about the project. Enter
in the driving directions and current landowner information. To check the Driving Directions

field spelling, select the “Spell Check” button . IAC staff will enter the remainder of the

information in this tab.

Tab 9 Location

4 (prismdev) PRISM - Project WorkBench - [Application Data]

_ol x|
B Ele Reports Window Help — & x|
N 5l (@& HOEE AAZR
D_erlr?g 1. Basic Data 2. Description 3. Funding Request | 4. Acq Info 5. Mon-Acq Info b. Measurements
directions 7. Land Char & Questionnaire | 9. Location 10. Permits 11. Salman Infarmati | 12. 1AC Only
textbox. W
Driving Directions Current Landowners
(Take -5 to Exit 105 (Dlympia). Go eastfor 2 miles and turn (|2 |City of Puckett ﬂ Current
left onta Hway 246. Go 17 miles and turn right on Puckett FO Box 100
Fioad. The project site is located at the railroad crossing. Puckett, “Washingtan / landowners
o text box
| |
—Managing Agency Only
Wyork Site(s) Elﬁlﬁ
# | WWork Site Mame I County I Waterbod I Eecreation/Hahitat Area Ii
Identify the general area of the project
(Mone) ;I
E
[0 Hew | & save | P4 Delete 4 Submit | W Z Print | ﬂ_" Clase
‘Prism Creek Acguisition and Restoration ‘Skagit Fish Enhancement Group |D4-1 024 ’T| v
Save
Select “Save” LI and go to the next Tab.
Tab 10 Permits. Select from the dropdown box the permits needed for your project. The

issuing organization will appear when the permit type is selected. Add information about the

status of the permits in the Comment text box.
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Permit
dropdown
box

—(

Tab 10 Permits

4 (prismdev) PRISM - Project WorkBench - [Application Data]

4l Ele Reports Window Help

B] (0] (&4

=lox]

== x|
EOooDE @E AAR
1 BasicData 2. Description 3 Funding Reguest | 4. Acg Info 5 Mon-Acq Info E Measurements
7 Land Char 8 Ouestionnaire 53 Location 10. Permits 11. Salmon Informati | 12 1AC Only
PERMITS %
Permits and Reviews | Issuing Organization V&mmems (include issue date, permit #] \‘
Aquatic Lands Use Authorization ept of Natural Resource:
Cultural Assessment [Section 108]

Hydraulics Project Approval [HPA]

CTED-OAHP
pt of Fish& Wildlife

applied for in July. Permit number is 4471620

1

[ e

& Save

K Delete

[Prism Creek Acquisition and Restaration

A S ubmit

|Skag\t Fish Enhancement Groug

5 Prrint |

ﬂ_ﬂ- Close

Select “Save” @ and go to next Tab.

Page 28

[04-1024 C | 4

Comment text
box



IAC Manual 22: Using PRISM - March 2006

IX. Submitting Your Application

You now have completed all the fields required for your application. Press the “Save” ﬁ

Al Submit |

button. Next, select the “Submit”
Yes.

button. It will bring up the following box. Select

Submit Application x|

@ This will release application to T&C, , Continue?

idu] |

This will activate an edit check to ensure all fields are complete. If the data is complete, you
will receive the following message:

PRISM - Application Data x|

@ Congrakulations!

Your project was successfully moved ta Application Submitted skatus,

If any errors are detected it will bring up the following box. Select Yes.

Incomplete Project Information x|

This project was Found to be INCOMPLETE while attempting ko move it to the ‘Application
Submitked' status, This project cannok be moved ko the desired status until the missing
infarmation is entered, Would you like bo wiew the Incomplete Project Information
Fepark now'?

Mo |

The following report will display information about what screens and fields you need to correct
or provide additional information.
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Incomplete Project Information Report

=0l
M 4 Taf 1+ P M e | E& (e | Towr 100z 7of 7

Propet Name: test
Projct Number: oe-1017
Propat Type: Resto@thy

Incomplete Froject Information Report

ncomplek Hem &1
loon: applicatios Dat

Boreen: Tab S: Hok-Acq itd

Fleld Mamp: Ekmeit
lem

Idenif:ing Dath:

Cormoton Needed: Hewd o e atify 3t kastone e emevbitem from the vov-3cqrhion e ttoryonr project.

ncomplek Hem &3
loon: Bpplcatios D3\

Horoen: Tab3:Fuidkg Reguest

Fix the items listed, then B Sove g A Submi |the project again. Continue doing this
process until your application passes all edits. Once the application has been moved to

Application Submitted status, select the “Close” M button. This will return you to the
Project Browser screen. To make sure you have submitted all the necessary application
materials by the deadline, review the Application Checklist (see Section XI).

You must “submit” your project no later than the application due date. Once
you have submitted the application, you can return to PRISM and make
changes. Changes can be made until IAC staff moves the application to
Application Complete status after all items are final.
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Adding Attachments

Some materials and information on projects cannot be entered directly into PRISM. To help you
submit more data electronically, PRISM has an Attachments Module. Your minimum connection
speed must be close to 56k or greater. Do not try this with a 28.8k connection speed. It will
not work.

Typical types of attachments include the Application Authorization Memorandum, maps (general
vicinity and worksite), project photos, and other materials pertinent to your application.

Documents that are not in a JPEG (photo) or PowerPoint format (such as word processing or
spreadsheet files) will be converted to an Adobe Acrobat PDF file. Documents will be stored in
PRISM and accessible by the applicant at all times. IAC staff may add documents to an
application.

If you have any problems attaching the document, e-mail the file to your IAC Grants Manager.
They will attach it for you. If you have a very slow Internet connection, you may find this
process faster.

The first step is to locate the project on the Project Browser. Then click on the project and
select the Attach @I icon from the top menu.

‘ [prismdev] PRISM - Project WorkBench - [Application Data]

B File Repaorts Window Help
30191 B OO

Ew E. Questionnaire 9. Location 10. Permits 12, 1AC Only A
/ 1. Basic Data 2. Description 3. Funding Request A Mon-fieg Info A
Attachment | GENERAL
button Project Mumber I:I Funding Program |WWHP - Local Parks j
Project Name |BB||WDDC| Heights Soccer Fields ” = Project Type |Development j
PROJECT ROLES
Al0[B[3)
Organization | Fole Type = Sponsar # | |
Fidgefield City of Primary Sponzor Sponsor Region | |
RSN E-
Contact Personfz] Tupe Phiote Wurmber(s] *
Day, Eric [Ridgefield City of] Al Project Manager [3E0] B87-3557 [Phone - work)
Shpder, Kevin [Ridgefield City of] Project Manager [3E0] 887-8251 [Phone - work)]

[ Mew | [ Save | 24 Delste | Eh Prirt | [Lt Cloge |
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Project Attachment, Tab 1 Gallery

‘ [prismprod) PRISM - Project WorkBench - [Project Attachment]
W File Reports Window  Help

E LY BHE= [EE

1. Gallery T 2 List 3

Show ™ @A © Images O Documents ﬂﬂﬂﬂ @ | é

[ #2 [Primary]

=]
El_i- Cloze |

Hald Ctrl-Key down and click on attachment to zelect )
[0 bew | n Save | multiple attachrents for export. % Print |

New
attachment
button

When you first enter this screen, there are no documents to view. To attach a new document,

select the “New” @I button. This will bring up the first screen of the Attachment Wizard.

Attachment Wizard
x|

Welcome to the Attachment wizard. Enter the required information
and use the Next button to go to the next page in the wizard. Select

the Finish button to sawve changes. upload the file(s) and exit the
wizard.

Current Project information

Praject Number: |03—12‘|9

Froject Mame: INDrth Fork Restaration

Cancel < Back Mext » Finish
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Verify you have the correct project number and project name, and then select the “Next”

Mext > button.

The second Attachment Wizard screen will allow you to select the document or photo to be
attached.

Project Attachment Wizard (File Select) x|

Use the Find button to locate the file to attach

" File cannot be attached; hardcopy or CD stored in project file \

Aftachmant Group (Required) \ Flnd
I ] attachment

Aftachment Type (Regquired, bUttOﬂ

Title (hrief. meaningful description of attachment)

Selected file information
File Date File Type:
File Size (before conversion)
Cancel | < Back | Mewt » | Finish |

Use the “Find” il button as you would any search process. Clicking on the “Find” button will
bring up a directory to search for the document or photo you plan to attach.

Attach Document 2lx|
Lookin: |3 Salmon Creek - eEcrEr
BDSCNO0G4 IPG;
B DSCMNO0SS. PG

B DSCMO073.0PG
|5 DSCMO074.0PG
|5 DSCHO07S.0PG
|5 DSCNO0 76, PG
|2 DSCHO077.0PG
87 DSCHO078.0PG
87 DSCHO079.0PG
B DSCHO0B0. PG
B DSCHO0B 1. PG
|5 DSCho0B2 PG

File name: I j Open |
Files of type: ISupponed Files (*.do:;*.jpg;*.pdf;*.ppt*.rﬂ;*b(t*.wpd;j Cancel

2

After selecting the item you wish to attach, you will be returned to the Attachment Wizard
screen. The file name will appear in the first text box.
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The Attachment Group and Attachment Type fields each contain a dropdown list from which to
select an answer. Both of these fields are required. Information will appear in the title data
field, which you may change if you wish. Information about the file is displayed on the bottom
portion of the screen. Depending on the type of file selected, different screens will display.

Project Attachment Wizard (File Select) x|

Use the Find button to locate the file to aftach.

II\Temp\BarbaraM\NewImages\Pro]edSIldes\SaImon Cree O, |
™ File cannot be attached: hardcopy or CD stored in project file AttaChment

— Group
Attachment Group (Reguired) / dropdown

IAppIication j bOX

Aftachment Type (Reguired)

OSSN ¢— | Atachment

I
Title (hrief. meaningful description of atachment) type
ISaImon Creek drOdeWn
\ box
Selected file information
File Date: 01/01/2001 File Type: JPG \Attachment
File Size: 182 Kb Title text box
Cancel | < Back | Mext » | Finish |

Since you have selected a jpeq file you hawve the option of modifying
the image before attaching it. Croping and resizing can help reduce
the file size if the ariginal is larger than 700Kb. Othertools are also
arailakle.

—— Sile Resolution 1024 % 768
— . . Fhoto Tools ) ——— PhOto
File Size IW N~ Tools

button

Cancel | < Back MNext > | Finigh |
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If you would like to modify the JPEG file, select the “Photo Tools” button. This will bring up the
edit image screen.

i Edit Image =1

—Image Toolhox

@ Fitln'Window Actual Size

| Adjust Brightness

Adjust Contrast

Crap

Fesize

Flip

Iirror

Raotate

Undo | Reset |

ok | Cancel |

On this screen, you can make a number of changes to the photo. If you don't like the changes,
select the “Reset” ﬂl button. Once you are done with the photo, select the “OK’

_ O button. Ifit was the wrong photo select the “Cancel” ﬂl button. This will
return you to the Project Attachment Wizard screen.

Select the “Next” ﬂ‘ button. This will bring up the Photo Data screen.

Project Attachment Wizard {Photo Data) |

Origin | Digital i

Wiewpoint IGrnund based j

Timing IF're-wcnrk j
Date Taken |02022004 Seasah IW‘inte[ j
Fhota Point {Standing on large baulder on east share of river. ;l
[where camera
was pointing) _I
w
Cancel ¢ Back Hext > Firigh
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Select from the dropdown box the origin of the photo, viewpoint, timing, and season. Type in

the date taken and photo point, if applicable. Select the “Next”

bring up the Clarifying Note screen.

Project Attachment Wizard (Clarifying Note)

Mext »

Clarifying Mote (if needed’
This is & new photo for your review
Project

Select the worksite that this attachment pertains to

(or select ‘Al if it is not specificto a worksite].

[ -l

Cancel | < Back | Mext > | Finish

button. This will

If you need to further describe the information in the file, enter it in the Clarifying Note section.
Select the Project Worksite from the dropdown box to attach an item to a specific worksite. If
you are just starting an application, there will not be a worksite to select. After an IAC staff
member enters location information for this project, the worksite will appear in this section.

Select the “Next” % button. This will bring up the Photo Object screen.

Project Attachment Wizard {Photo Object)

X

Objects

L] Baffled cubvert 3T 1 Riparian restoration

[[] Beach nourishment [ Road decommissioningabandonment
[[] Bridge [ Rock weir control structure

[ Bulkhead removwal R oughened channel
O __Earcass placement [] Salmon habitat acquizition/eazement

I ] Tide channel recorstruction
O /L] Tide gate removal

[ Diversion []' ater conveyance

[] Engineered log jam  [] ' ater management

[7] Fish ladder

[] Fish zcreen

[ Levee setback.

[ Livestock exchusion fencing
[ Livestock, stream crossing
[] Livestock water supply

[[] Log weir control structure
[ WD placement

[7] Off-channel kabitat

Cancel < Back Mext > Finigh
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Click on all the Objects that are in the photo. Select the “Next” % button. This will
bring up the Photo Activities screen.

Project Attachment Wizard (Photo Activities) 5[

Activities

[ Assessment/study
[ In-ztream construction
[ Moritar

]
[] Public outreach

[] Riparian plant inztallation

s mion abseryation

[ Upland construction [no til, fencing)

Cancel | < Back | MNext > | Finizh |

Click on all the Activities that are applicable to the attached photo. Select the “Next”
% button. This will bring up the E-Mail Comment screen.

Project Attachment Wizard (E-Mail Comment) x|

Optional comment to be included in email to IAC project manager.

Will be submitting a final development repont nextweek,

Cancel | < Back | Bext > | Finish |

An email will be generated to your IAC grants manager each time you add an attachment. Add
any information you would like to have transmitted to your grants manager with the email.
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Select the “Next” % button. This will bring up the Upload Message screen.

Project Attachment Wizard (Upload Message) x|

Click Finish button to upload selected file to |AC server, scan for
wiruses, convert to pdf format as needed, and send email
naotification to IAC Grant Manager if applicable.

This could take several minutes if your network connection is slow.

Select the “Finish” ﬂl button. This will bring up the Upload Progress screen.

Project Attachment Wizard (Upload Progress) 5[

Upload Complete!

Close

Be patient. You are sending a file over the Internet and it can be slow. If you find this process
is too slow for your connection, you can email the file to your IAC grants manager.

When the upload is complete, press “Close” and it will return you to the Gallery screen (Tab 1),
which gives you an overall view of your attachments.
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Project Attachment, Tab 1 Gallery

4 (prismdev) PRISM - Project WorkBench - [Project Attachment] =1olx]
3l Fle Reports Window Help ==l x|
EDREE EiE (Al A4
1. Gallery Tg List
Show @ All © Images ¢ Documents ﬂililﬂ E EIE'EE
jubel
Site map
#1 (Primany) [ #d #3

Attachments may be used ONLY for education. information, or other non-commercial purposes.

[ New & Save Z& Piint | EL{- Llose |
[Morth Fork Festaration |Cascade Land Consanancy [03-1219 0l

A

Screen Buttons

To copy an attachment to your clipboard, first click on the item and then the “Copy” button.

To export an attachment and save on your computer, first click on the item and then the
“Export” button. You then will be given the option of where you want to save it.

The “View” button gives a full screen view of selected attachment.

The “Add” button allows you to attach another photo or document to the current project.

When the “Edit” button is selected, an attachment detail screen appears with one to four tab
sections, depending on type of attachment. You may make additions or changes that pertain
to the selected attachment on any or all of the screens. When finished, save and close.

|mDE®F

To view a summary of all the documents, photos, and graphics submitted for the project, click
on Tab 2 List.
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Project Attachment, Tab 2 List

4 (prismdev) PRISM - Project WorkBench - [Project Attachment] =lalx]
5B File Reports Window Help =zl x]

B 0] &4 = @ 2 = [A]AlA
1. Gallery ‘[ it

E

& @jbje|%

Show ~ All ¢ Images ¢ Documents

# | Aftachment Type | Title | Date I User Sharedl Reviewedl Upload | *
1 |Phut0 Slope measuring 02/27/2004 PaiyD — i Success B
4 Photo Downstream habitat to 51 02/27/2004 | PattyD 1 I Success
3 haps Site map 02/27/2004 PsiryD I J Success

Clarifying note related to attachment selected abowe

El
[
[ New | & Save | Eh Print ﬂ“ Llose |
| Marth Fark Restoration | Cascade Land Consenvancy [03-1218 R 4

To view all attachments, make sure the “All” button is selected. The “Shared” button is marked
after an IAC grants manager has reviewed the document and made it available to all PRISM
users. Until it is marked, only IAC staff and the organization submitting the application can view
the document/photo/graphic. This screen also will tell you if there were any problems with the
uploading process. The only data that can be entered on this screen is in the Clarifying Notes

section.
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Using the Project Checklist

Once an application has been submitted to IAC staff for review, the grants manager will start
completing an on-line checklist. This checklist contains information about required elements of

an application.

Click on the project and then select the “Checklist” icon from the top menu.

j [prismdev] PRISM - Project WorkBench - [Application Data]
W File Reports Window He

EN ¥ Q= 5 BEHL=]

1. Land Char EMonnaile 9 Location 10. Permitz 12, 14C Only )
1. Basic Dal 2. Description 3. Funding Request 5. Mon-4eq Info h
A ERAL
Checklist Fraject Mumber I:I Funding Program |\r\-"W'FIF' - Local Parks j
button Project Mame |Eellwcu:d Heights Soccer Fields || = Praject Type |Deve|o|:-ment j
PROJECT ROLES
AlD[B[3)
Organization | Role Type = Spanzor # | |
Ridgefield City of Prirmary Sponzar Spense Besdan | |
AD[B)|
Contact Person(z] Tvpe Phate Mumber(z] =
Day, Eric [Ridgefield City of) Alt Project Manager [3E0] BE7-3557 [Phone - work]
Srpder, Kevin [Ridaefield City of] Project Manager [3E0] BE7-8251 [Phone - work]
[ Mew | & Save | 2 Delete | E Pirt | [Ld- Close |

An applicant cannot change any data on this screen, however it is a great tool for an applicant
to see a grants manager’s notes about your application’s completeness. Applicants may, from
time to time, receive email or letters and a checklist detailing the information contained on the

screen.
Checklist (default view)

I 1 - Application
|tester3[|5

X
[
%’ P~

[ Heguirernent In -
Application Authonization | C
Project Mame C
Funding Prograrm C
Project Type C
Applizant Information C

Contact [nformation C

C
C
C
C
C

Project Dezcription

1AC Funding Reguest

b atch

Maon-dicg. Cost Estimate
Application Questionnaire

T e e v oo o oo oo i
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To expand the screen to see all the text, select the “Plus” LI button.

The first column identifies who is responsible for that application requirement. “S” stands for
sponsor and “I” stands for IAC. The codes in the middle column refer to whether the required
material has been completed.

C = Item is complete

O = Item is missing

I = Item submitted is incomplete

N = Item is not applicable for this application

The checklist items are different for each grant program and for each type of project
(acquisition, development, restoration, etc).

Checklist (expanded view)

Checklist

I1 - Application |DD-1 B97/D Klickitat Port of
Compress Bi 7 | b Praj o is checked. the Checklist i | 07/24/2000
I evelopment Frajec . 1 t i
screen )Igan—Mﬂnﬂa‘m I | | Wﬁ e Checklizt is complete
Requirement In  —trment o=
button S Application Authorization | C . .
5 | Adopted Fesolution C L] Application
. ]
5 Legal Opinion M Comp|ete
S Project Mame C
S Program/Froject Type C — button
S Sponsor C
5 | Contacts C
5 Project Description C | OK. but should be refined.
S 1AC Funding Request C
S Sponsor Match C
S Mon-dog Cost Estimate C =
| =] rLegend [Ist Column) — - Legend (Indicator Column)
| = |AC Responszibility C =ltern iz Complete 0 = ltem iz Mizsing
5= Sponsor Besponzibility| | | = ltem iz Incomplete M = Item iz Mot Applic.

o |

[ Mew | Hﬁavel 'X_Qeletel & Print |

To make the screen smaller again, select the “Minus” él button.

An IAC grants manager marks the ~ box when all the data for the application has been
completed. To close the window, select the “Close” X| putton in the right top corner.
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XI1. Reports

There are a number of reports that you can get directly from many screens by clicking on the

“Print” @I button or from the “Menu

» 4B Bl Reports Window Help o o Reports

Menu brings up a list of reports that can be generated from the system.

Select

M File | Reports Window  Help

Praoject Reports:
Lodgreement
cohgreement - Lisktings #

...Bpplication k Selected Project Reports:
.. Checklist 2 ...Bpplication Materials
+.Evaluation 3 c o .
.. Exception . roup ru:n:es_ses.. .

Fiscal . ...aroup Application Materials
.. Group Incomplete Project Infarmation
v Image Inventory L4

) +.JAC Board Report

v Inspection k "

Listings . ...Returned Application Letter
... Technical/Evaluation Repart
o Miscellaneous L / >
.. Schedules ¥ Project Listings:
o aummaries r ...Application Description Report

«Average Unik Cost Repart
Man Praject Reports: d . P ]
) cBverane Lnit Cost Detail
...Miscellaneous 2 A e L ;
« Returne icakion Letter Repor

o iorg/Person 3 RR R
...Planning k Farms:
...Project Proposals * «Application Authaorization Form

...._osk Eskimate Worksheet

..Applicaton

for the following reports:

Application Authorization Form

The Application Authorization Form is available as a report to be used by you. The
Application Authorization Form is printed, listing your projects and only requiring a signature
before submitting to 1AC.

Application Materials

Application Materials is a menu selection consisting of 10 separate reports. These reports
make up the primary application reports and are grouped together on the reports menu
under Application Materials.

Application Project Summary

Application Project Summary contains key information about an application. It extracts data
from Application Data module, as well as information from the organization or person
screens. The Application Project Summary (and the cost estimate report) is used for project
review, technical review, evaluation, and Board review.
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Select

Non-Acquisition Cost Estimate

Non-Acquisition Cost Estimate reports on cost estimate information for development and
non-capital projects. It pulls information from the Application Data, Tab 5 Non-acquisition
Information screen.

Acquisition Cost Summary
The Acquisition Cost Summary summarizes cost estimates for acquisition projects. It pulls
information from the Application Data, Tab 4 Acquisition Information screen.

Acquisition Cost Details

The Acquisition Cost Detail is a detail report by parcel on cost estimates for acquisition
projects. It pulls information from the Application Data, Tab 4 Acquisition Information
screen. Typically, this report accompanies the Acquisition Cost Summary report.

Description and Funding Information

Description and Funding Information reports the application description and summary cost
estimates. It pulls information from Application Data, Tab 3 Funding Request and summary
information from the Application Data, Tab 4 & 5, and Cost Estimates screens.

Applicant Information
Applicant Information reports on organizations and contacts for a project. It pulls
information from the Organization, Tab 1 and Person, Tab 5 screens.

Project Worksite Information

Project Worksite Information reports on worksite data. It pulls information from the
Application Data, Tab 9 Location Information, including the pop-up Map, Area, and Water
screens.

Miscellaneous Information

Miscellaneous Information reports permits and special program information for Firearms and
Archery Range Recreation (FARR), Nonhighway and Off-road Vehicle Activities (NOVA), and
National Recreational Trails Program (NRTP). It pulls information from the Application Data,
Tab 10 Permits and the Application Data, Tab 11 FARR and NRTP/NOVA screens.
Depending on the program, different information will print on the report.

Application Questionnaire
Application Questionnaire reports the answers provided to the application questionnaire. It
pulls information from the Application Data, Tab 8 Questionnaire screen.

-.Listings

for the following reports:

Browser Report

The Browser Report is useful to grants managers for the management of application
workloads. The Browser Report can be sorted and organized in the same way as the
Browser. These customized reports become useful in creating lists of projects in the
application statuses.
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Project Funding/Listing by Location
A listing of projects by location either with or without associated funding information.

Project Funding by Program
A listing of projects by program either with or without associated funding information.
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XIl. Quick Steps

Following is a condensed version of instructions for entering an application for those who just
need a review.

On the PRISM browser screen, select the “New Application” button.

1. Application Wizard. Type in the Project Name. Be specific about the project
name, as it will follow the project throughout its lifetime. Select Funding
Program and Project Type. Use the “Find” button to locate the Project
Sponsor. Click on the “Finish” button to close the wizard.

2. Tab 1 Basic Data. Use the “Find” button to identify a Contact Person and
designate her or him as project manager. If a sponsor or contact person
cannot be found, you will need to enter a new one by selecting the “Add”
button.

3. Tab 2 Description. Type in a Project Description. There is a 1500 character
maximum for the description.

4. Tab 3 Funding. Enter amount of funds requested. Under Sponsor Match select
the type of match your organization will provide and the amount for each type
of match.

5. Tab 4 Acquisition Info. Select “Add New Property” button and enter data on
Property Details screen. Save. On the summary screen, enter Administration
Cost.

6. Tab 5 Non-Acquisition Info. Select Elements and Items from dropdown lists
and enter Quantity and Total Cost amounts. For some items, a short
description is required. Enter the Sales Tax and Administration and
Engineering Cost Estimate if the field is not grayed out.

7. Tab 7 Land Characteristics. Enter the Project Acreage Type and number of
existing acres and the number of acres proposed to be acquired, developed,
and/or renovated. Enter the Project Waterfront Type, if applicable, and
number of existing feet of waterfront and the number of feet proposed to be
acquired, developed, and/or renovated. Enter a brief description of the
property in the Land Comments text box. Enter the number of trail miles
proposed for acquisition, development, and/or renovation, if applicable.

8. Tab 8 Questionnaire. Click on each question and type a response in the text
box provided.

9. Tab 9 Location. Enter specific driving directions and current landowner
information.
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10. Tab 10 Permits. Select permits needed from the dropdown box. Add
information about the status of the permits in the Comment text box.

11. Select SAVE, SUBMIT, and YES to release the application to IAC. If any errors
are detected, you will receive an Incomplete Project Information message.
Select YES to view a detailed report of missing and incorrect information. Fix
errors and repeat SAVE and SUBMIT until application passes all edits.

12. Add Attachments (see Section X for step-by-step instructions on this feature).
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X1V. PRISM Button Glossary

(4]

Start Menu->Programs—=>PRISM icon

(4]

Project Browser

Project Summary information

Application Data

Attachments

Organizations and People

Checklists

Project Proposals (Letters of Intent Received)

Master Schedules

Agreement Data

Billing information

Project Status

Narrative (project comments)

Log Review

Compliance Inspections

Find/search database

Add new data

Edit data

Delete data

Print

Spell check

Zoom text box
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